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AP220-T

AP220-T Managing Travel Expenses

Course Overview

Employee travel reimbursements are created in the Payables module to submit employee travel
related expenses. Employees must be set up as vendors in GEARS in order to submit payment
requests to the State of Maryland.

The AP220-T Managing Travel Expenses course discusses the process used to review employee
vendor information and enter and manage travel related expenses in GEARS.

Course Outline
The following sections and lessons provide information and step-by-step instructions on
submitting travel reimbursement in GEARS:

Course Audiences and Prerequisites

Lesson 1: Reviewing Vendor Information
Lesson 2: Entering VVouchers

Lesson 3: Managing Voucher Processing Errors
Lesson 4: Reviewing Voucher Information
Course Summary
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Course Audience and Prerequisites

Audience(s)
The Judiciary audiences for this course are:

e Circuit Court - Judge's Administrative Assistants

GEARS Role(s)
This course is intended for Judiciary employees with the following GEARS role(s):

e AP Field Analyst

Prerequisites
The recommended prerequisites for this course are:

e INT100 Introduction to GEARS
e AP100 Understanding GEARS Payables
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Understanding Procure to Pay

What is Procure to Pay?

Procure to pay is the transactional relationship cycle between Procurement (PO) and Payables
(AP). It provides control and visibility over the entire life-cycle of a transaction from the way an
item is ordered to the way that final invoice is processed - providing full insight into cash-flow
and financial commitments.

How Does Accounts Payable Work Together with Purchasing?
Accounts Payable and Purchasing work together seamlessly in various ways. They:

e generate vouchers for received goods and services
o perform 2-way or 3-way matching validation among receipts, purchase orders, and

invoices
o and allow the user to view related documents and transactions across the entire procure-

to-pay process chain
How Does GEARS Manage All of the Data for these Transactions?

As the two modules work together, you may wonder how the data is managed. GEARS utilizes
Informational Hierarchies. The Informational Hierarchy consists of the following:

=

Voucher Origin

Control Group

Business Unit
Voucher Origin
Control Group
Vendor
Voucher

Each Business Unit acts as a separate area of control, representing an independent processing
entity. For all Judiciary wide transactions, your business unit is MDJUD. The Voucher Origin is
a designation to identify where the voucher data originated. The most commonly used origin is
Online which is noted as ONL. This identifies that the vouchers was entered online and directly
within the Accounts Payable module. The Control Group acts just as its name states. It allows
control and management over an entire group rather than individual parts that make up the group.
The Vendor is a company or it could be an individual, which supplies goods or services to
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another company (in this case the Judiciary). Finally, the Voucher is an electronic accounting
document produced after receiving a vendor invoice. It represents an internal intent to make a
payment to the vendor for goods and/or services for the amount due as noted on the invoice.

With respect to the vendor, all are contained within a centralized location called the Vendor
Master File. It is a central, comprehensive data base file maintained by the Department of
Systems and Fiscal Compliance (DBF) that contains information about vendors used to facilitate
financial transactions between companies. The information includes Tax ID, payment terms,
address, contacts, and payment or purchase transaction history.

There are several different voucher types that you may need to be able to recognize. They are:

o Direct Voucher: This is no source document.

o Standard Receipt Voucher: These are vouchers that require a match to an existing
receipt.

e Purchase Order (Express PO) Voucher: These are vouchers that require a match to a
local on-site procurement or corporate level purchase order.

There are steps to voucher processing worth noting. It assists with voucher dependencies and
balancing functionality. The steps are to:

e Access the Voucher component.

e Search / Select an approved Vendor.

o Create vouchers online.

o View purchase order and receiver references. Be sure to associate receiver lines with
voucher lines for matching.

Matching
With Accounts Payable and Purchasing working together it allows for 2-way and 3-way

matching. This is important because it is an internal control within GEARS, and it ensures that
you pay for only the goods and services that you order and receive. The following is a quick look
at 3-way vs. 2-way matching.

Quick Reference 3-Way Matching vs. 2-Way Matching

3-Way Matching 2-Way Matching
Matches: Matches:
* Purchase Order * Purchase Order
= Receipt (Receiving Report) = Vendor’s/ Supplier Invoice

* Vendor's/ Supplier Invoice

Commonly used for any goods or services | Commonly used for non-item purchases
that have been delivered or rendered and | for which there are no receipts that can be
a receipt has been processed within the processed within the system.

system.
* Office Supplies * RepairServices
* Furniture * Rent/Lease Agreements
= Computers = Maintenance Contracts
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What Happens to My Voucher?
Here is the basic flow of vouchers in PeopleSoft Purchasing:

Create the voucher.
»  Use the onfine voucher pages.

v

Fun the Budget Checking Process.
»  This process defermines whelher funds exist fo cover the cost of ihe invoice.

v

Fun the Matching Process.

o This process defermines whether the aporopriate source documents and unit price match the
details of the invoice.

«  Maiching and Budgel checking Is required prior fo anoroval

v

Approve the voucher.
o The vaucher can require approval by vour Infernal supervisor,

A 4

DBF the Reviews and Validates the voucher.

.

The voucher information and corresponding
documentation are sent to GAD for final processing by the
State of Maryland.

.

GAD sends back the Warrant/Payment information within
5-30 days.

{:}( GEARS Training Guide

AP220-T Managing Travel Expenses
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The Structure of a Voucher
A voucher consists of (3) basic elements:

o Header: The Header contains high-level information about the transaction.

e Line: Line level information details the goods or services being purchased.

o Distribution: Distribution level information includes the budget and accounting details
for the purchase.

Budget Checking

You can budget-check individual vouchers when you create them online, or you can budget-
check multiple vouchers and voucher accounting lines in batch mode. The online version and the
batch version of the Budget Processor process perform exactly the same tasks. Batch mode is
recommended for efficiency, and it is required if you budget-check voucher accounting lines.
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Lesson 1: Reviewing Vendor Information

Lesson Overview

Though the Systems and Fiscal Compliance unit manages vendor information, local court and
Judiciary department locations have inquiry access to vendor records including the ability to
search and retrieve vendor information to manage their respective Procure-to- Pay transactions.
Vendor Inquiry is done through the Review VVendor component.

In GEARS, vendor information includes the following:

e Vendor name(s)

o Tax identification Number (TIN)

o Status, vendor class, and other basic business information that tells you what kind of
vendor you are entering

e 1099 status (whether a vendor is a 1099 vendor or not)

o Physical addresses for the vendor

e A vendor's mail code (remit-to address code)

NOTES:

e When a new vendor is created and saved, the system generates a 10-digit vendor ID. The
vendor's TIN is also entered as a vendor identifier in the system.

o When searching for a vendor in the system, you can use any of the data elements entered
on the vendor record including the vendor ID or the vendor's TIN.

e The vendor's TIN and mail code combination is stored in the Short Vendor Name field
in the following format: 000000000-000. For example, the Short Vendor Name field
may display 123456789-000

Lesson Objectives
After completing this lesson, you should be able to:

o Search for vendor and review the vendor's information
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1.1 Searching for Vendors
Once vendors have been established and saved, you can search for the vendor record using the

Review Vendors search page. Use the Review Vendors page to search by name, short vendor
name (tax identification number), vendor status, and physical location (address, city, state, zip
code), among other criteria.
After completing this topic, you will be able to:

e Use the Review Vendors page to search for and review summary vendor information

Procedure

In this topic, you will search for a vendor using the Vendor Information - Review Vendors
page.

Step Action

1. Navigate to the Review Vendors search page.

Click the Vendors link.

2. Click the Vendor Information link.

Eendor Information

3. Click the Add/Update link.

4, Click the Review Vendors link.

Review Vendors
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OrACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Vendors > Vendor Information » Add/Update > Review Vendors
ENew Window 7 Help [& Personalize Page B ntip
Revieyv Yendors
“SetiD: lsHARE a Vendor ID: [e}
Name: Equallo -] shorthame: Equal o S A
Withholding Name: Equalto M Classification: -
Address: Equalto h City: ‘
Customer Number: Country: Q
1D Type: Tax [dentification Number - st [ e
VAT Registration ID: Postal:
Withholding Tax 1D: Bank Account #: ‘
Step Action
5. The Review Vendors page displays.
The Review Vendors page is used to find and view summary vendor information
and to access a vendor record to review and update, when needed.
6. To begin a search, use one or more of several search options to narrow your search.
When you enter less criteria the system retrieves more vendor records.
In the top section, you may search by the following fields:
- Name
- Short (Vendor) Name (Tax Identification Number and Mail Code Combination)
- Vendor ID
- Vendor Status
- Vendor Type
7. Use other search options including vendor address components such as Address,
City, State, and Zip Code.
8. Click the Search button.
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Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors
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Home | Workist | MuliChannel Console |  Add fo Favorites | Sign oul

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors

“SetiD: SHARE a Vendor ID: Q

Name: Equal to v [Verizon Equal to - [s

Withholding Name: Equalto - Ci -

Vendor Status: M Type: -
Persistence: -

Address: Equalto - | City: [

Customer Number: Country: Q

1D Type: Tax Identification Number - | State: Q

VAT Registration ID: Postal:

Withholding Tax ID: [ Bank Account #: [ L

Search Clear Add Vendor

btV

Audit Information

SetiD Vendor ID Name 1 ShortName Address City State Country Effective Status

SHARE 0000004122 5 VERIZON 230397860-001 PO BOX 4832 TRENTON NJ UsA Active

SHARE 0000004183 5 VERIZON 232743964-006 PO BOX 650457 DALLAS ™ UsA Active

SHARE 0000005278 & VERIZON 520270070-000 POBOX 17577 BALTIMORE MD UsA Active

SHARE 0000005279 F VERIZON 520270070-001 PO BOX 28001 \\f\m‘éﬁ PA UsA Active

SHARE 00000052815 VERIZON 520270070-004 PO BOX 660720 DALLAS Tx UsA Active

SHARE 0000005283 VERIZON 520270070-011 PO BOX 646 BALTIMORE MD UsA Active

SHARE 0000005284 & VERIZON 520270070-015 POBOX 17577 BALTIMORE MD UsA Active o
SHARE 0000005285 5 VERIZON 520270070-016 PO BOX 646 BALTIMORE MD UsA Active

SHARE 0000005286 & VERIZON 520270070-019 POBOX 4832 TRENTON NJ UsA Active i

Step Action

The Search Results grid displays a list of vendors matching your search criteria.

The Main Information tab for the vendor(s) listed is also displayed. This tab
provides basic vendor identifying information, including:
- Vendor ID

- Name 1 (legal name)

- Short (Vendor) Name (Vendor TIN and Mail Code combination)

- Address Information
- Effective Status (of the Address - Active or Inactive)

10.

Click the Additional VVendor Info tab.

| Additional Vendor Info |
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OoRrRACLE
Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > Vendors > VendorInformation » Add/Update > Review Vendors

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors
“SetiD: SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - Classil -
Vendor Status: M Type: -
Persistence: -
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: Tax Identification Number - | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
Search Clear Add Vendor

Personaize | Find | view A1 | B | B st K qg9019 1 aat

st

Status  Classification Persistence  ARNumber Withholding ~ Wihd Name VAT Vendor Open For Ordering  Sanctions Status.

Approved  Outside Party Regular Valid

Approved  Outside Party Regular valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid

Approved  Outside Party Regular Valid b
Approved  Outside Party Regular Valid

Step Action

11. The Additional Vendor Info tab displays.

The Additional Vendor Info tab includes the following information:

- Vendor's status (e.g., Approved, Denied, Unapproved (pending approval))

- Classification (type of vendor)

- Persistence (frequency of use, e.g., "Regular"),

- Open for Ordering status (when a vendor is approved and this flag is selected, a
vendor can be used for transactions)

12. Click the Audit Information tab.
| Audit Information |
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OrRACLE

Home | Workist MultiChannel Console | Add to Favorites Sign out
Favojites  Main Menu > Vendors > Vendor Information » Add/Update > Review Vendors

ENewwindow 7 Help [ Personalize Page [, htp ~

Review Vendors
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - Ci -
Vendor Status: e Type: -

Persistence: -
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: TaxIdentification Number - | State: aQ
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account # [

| search | Clear | Add Vendor

Search Results

Information

| Additional Vendor Info

Audit Information

Last Activity Date
0211212013
021122013
021122013
021212013
0211212013
021122013
0211212013
021122013

021212013

Last Modified By

ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

Last modified date
0211213 6:34PM
0271213 6:34PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:39PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:36PM

0211213 6:36PM

Created By

ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

ADC_CONVERSION

Created Date/time
01/2513 9:38PM
0172513 9:39PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM

0172513 9:43PM

0172513 9:43PM i

0172513 9:43PM

Step

Action

13.

The Audit Information tab displays vendor record activity, including the user ID of
who created and last modified the record and when.

ORrACLE

Favorites  Main Menu > Vendors > Vendor Information > Add/Update > Review Vendors

Worklst

ENew Window 7 Help

Sign oul

[ Personalizs Page [ hitp =

Search Results

Review Vendors
“SetiD: [SHARE a Vendor ID: Q
Name: Equal to v [Verizon Equal to - [s
Withholding Name: Equalto - e g
Vendor Status: T Type: T
Persistence: T
Address: Equalto - | City: [
Customer Number: Country: Q
1D Type: TaxIdentification Number - | State: aQ
VAT Registration ID: Postal:
Withholding Tax ID: [ Bank Account #: [
| search | [ Clear | Add Vendor

Last Activity Date
02122013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013
0211212013

020122013

Last Modified By

AQC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION
AOC_CONVERSION
ADC_CONVERSION
ADC_CONVERSION

AOC_CONVERSION

Last modified date
02/1213 6:34PM
0271213 6:34PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:39PM
02/1213 6:39PM
0211213 6:39PM
02/1213 6:36PM

02/1213 6:36PM

Created By

AQC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_CONVERSION
AOC_GONVERSION
AOC_CONVERSION

ADC_CONVERSION

AOC_CONVERSION

Created Dateltime
0172513 9:38PM
0172513 9:39PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM
0172513 9:43PM

0172513 9:43PM

0172513 9:43PM i

0172513 9:43PM
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Step Action

14. To start a new search, use the Clear button to erase your current search criteria.

Then enter new search criteria, as desired.

15. You have successfully completed the Searching for Vendors topic.

You have learned how to:

- Search for a vendor using the Review Vendor page
- Review vendor information

End of Procedure.
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Lesson 2: Entering Voucher Information

Lesson Overview

A voucher is used to submit employee travel reimbursements. A non-PO is used to enter
employee travel related expenses in the Payables module. Upon approval the voucher is selected
for payment and is sent to the State so that payment can be made to the respective employee.

Non-PO vouchers are used to process a direct payment to an employee / vendor and does not
require a source document such as a purchase order or purchase order receipt.

Lesson Objectives
After completing this lesson, you should be able to:

Identify steps in the voucher entry process

Identify voucher statuses

Define a non-PO voucher

Create a voucher for an employee travel reimbursement
Submit the reimbursement voucher for approval

Update a reimbursement

Page 14
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2.1 Understanding Voucher Entry
Generally, voucher entry and processing includes the following steps:

I

Create and save the voucher

Process the voucher

Approve the voucher within court or department
Create and process voucher control groups (DBF Only)
Post vouchers (DBF Only)

Generate General Ledger journals (DBF Only)

The table below describes each step in the voucher entry process.

Voucher Step Description

1. Create and save voucher

Avoucher is created either through online entry.

2. Process voucher

Local court and Judiciary departments run on-demand (mmediate) processes to prepare the
voucher for approval and posting. These processesinclude:

v Matching: compares voucher ines with referenced purchase order and receiptlines fo
verify that what was ordsred is being paid. This processis also refemed to as three-way
matching.

v Budget Checking: validates accounting information

v Document Tolerance: verifies that the amount of the voucher lines copied froma
purchase orderline does not excesd the defined tolerance percentage/amount

NOTE: Non-purchase order vouchers only require Budget Checking.

3. Approve voucher

Vouchers are approved within the court or depariment that the voucher was onginated. Voucher
approval routings vary forthe following vouchertypes:

v Employee Re-mbursements
v Local Courts
+ Judicial Information Systems (JI5)

4, Create and review voucher control
groups (DBF)

Once voucher have been processed, the DBF Accounts Payable Supervisor creztes voucher
control groups and submits them for raview by the desiqnaiad DBF personnel

Voucher accounting lines and attached documentation are venfied in the control group. Corrections
are made, if needed. The control group can also be deleted, if applicable

5. Post vouchers (DBF)

Afterthe voucher control group has been venfied, vouchers are then posted using the Voucher
Post process. This process creates accounting entries and posts them to the Payables module.

6. Generate General Ledger journals

(DGr)

Once voucher accounting entries are created and posted in Payables, the Joural Generator
process s run by DBF to create comesponding General Ledger Joumal entries.

AP220-T Managing Travel Expenses

Page 15



Training Guide
AP220-T Managing Travel Expenses

%I GEARS

i:} General Enterprise And Resource Support

2.2 Understanding Voucher Statuses

Vouchers go through several stages from initial entry to payment to posting. GEARS Payables
tracks these stages using various statuses. The following status types relate to various actions and
processes that can be run on a travel reimbursement voucher:

e Entry status

e Approval status

e Budget status

e Voucher Post status

This topic discusses the stages and statuses that a voucher in GEARS may have from voucher
entry to processing the voucher for approval and posting. After completing this topic, you will be
familiar with:

e Various statuses that a voucher can have during processing

You can review voucher statuses on the Summary page of a voucher. The voucher Summary
page is displayed below.

S T TeTR P TRV INTY

Related Documents | Invoice Information AQC MD Payment © Payments | Youcher Atiributes Error Summary
Business Unit: MOJUD Invoice Date: 0211312013
Voucher ID: 00000084 Invoice No: expreimb0l
Voucher Style: Regular Invoice Total: annao usD
Contract ID:
Vendor Name: SITAR, TAMMY Pay Terms: Due Now
509 ICTORIADR Voucher Source: Onling
STEVENSVILLE, MD 21666-0000
IEntry Status: Postable Origin: OMNL
Match Status: Mo Match Created: 0211302013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted Modified: 0201372013
Modified By: elisha.archibold
Doc Tol Status: Valid ERS Type: Mot Applicable
|Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inguiry ca

[E save EL Refurnto Search

[Z] Motify | s Refresh

E Add

Summary | Related Documents | lnvoice Information | AOC MD Payment | Fayments | Voucher Attributes | Error Summary

Reviewing Voucher Statuses

The following table illustrates the values for each voucher status - before and after processing.
The statuses are listed in the order that they would occur:

Page 16



Status Type

Q&GEARS

General Enterprise And Resource Support

Process

Training Guide

AP220-T Managing Travel Expenses

Initial Status

Post-Processing Statuses

Entry Status

Voucher Entry

Open

Postable: Voucher passed all system validations and
can be posted.

Recycle: There are errors that must be corrected
before the voucher can be posted.

Deleted: The voucher has been deleted.

Approval Status

oucher Approval

To Be Approved

Pending: The voucher is awaiting approval.
Approved: The voucher has been approved by an
authorized user.

Deniedt The voucher has been denied by an
approver in the approval workflow. The voucher
should be updated or canceled (by authorized DBF
user).

Budget Status

Budget Checking

Mot Checked

Valid: All voucher lines and distributions have passed
budget validations.

Exceptions (Error): There are budget exceptions on
one or more voucher distributions that must be
comected.

Post Status

oucher Posting

Not Posted

Posted: Accounting entries have been created and
posted to the Payables module.
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2.3 Reviewing a Voucher
A voucher contains several tabs / pages which provide summary and details, including:

Summary tab
Related Documents
Invoice Information
Payment

MD AOC Payment
Errors

In this topic you will review the pages within the voucher component.

After completing this topic, you will have reviewed the following information within the voucher
component:

Voucher statuses

Voucher summary information

Voucher related transaction information

Invoice information

Payment reference information from the State of Maryland General Accounting Division
(GAD)

Payment options (e.g., payment method, hold options, payment messages)

o Payment schedule options (e.g., scheduling payments vs. recording manual payments)

e Voucher errors that may occur during the Voucher Build process

Procedure

In this topic, you will review the pages within the voucher entry component.
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OoRrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul

Favorites . Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry
) [] Related Content & New Window 7 Help [& Personalize Page B ntip
m Related Documents Invoice Information AOC MD Payment Payments Voucher Aftributes Error Summary
Business Unit: MDJUD Invoice Date: 04/01/2013
Voucher ID: 00000093 Invoice No: STP-2309
Voucher Style: Regular Invoice Total: 72.00 UsD
Contract ID:
Vendor Name: STAPLES Pay Terms: Due Now
300 Pear Tree Ln Voucher Source: Online
Strongsyill, OH 28371
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 04/01/2013
Approval Status: Approved Created By: elisha.archibold
Post Status: Posted Modified: 04/07/2013
Modified By: tara.dean
Doc Tol Status: Valid ERS Type: Not Applicable
Budget Status: valid Close Status: Open
Budget Misc Status: Valid
“View Related Payment Inquiry v G
[E) save Q. Refurnto Search |[Z] Motfy | | Refresh B Add
Summary | Related Documents | Invoice | AOC MD Payment | Payments | Voucher Aftributes | Error Summary
Step Action
1. The Summary page of the voucher lists a summary of the voucher gross amount,

payment terms, source, status, information about the user that last modified the
voucher and when, and links to related information.

The Summary page only displays after a voucher is saved.

2. The voucher statuses display in the bottom left corner of the page including:
- Entry Status

- Approval Status

- Budget Status

- Post Status

3. You can review when the voucher was created, by whom, and when it was last
modified.

4, Click the Related Documents tab.
| Related Documents |

Page 19




Training Guide {3@ GEARS

AP220-T Man aging Travel Expenses General Enterprise And Resource Support

ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[¥] Related Content () New Window 7 Help [& Personalize Page &, ntp

summary " GEELICELEEN  Invoice Information  AOC MD Payment |( Payments " Voucher Aftributes [ Error Summary

Business Unit: MDJUD Invoice No: L
Voucher ID: 00000093 Invoice Date: T
Voucher Style: Regular Voucher Run,
Vendor ID: 0000000002
~ Payment Details.
Payment Status Fchediedie ::g::;e z;"'; Remit Vendor ":;:r‘:‘;’;“ ;ae"t’::‘;" g:::"':“’""' Paid Amount Payment Curre
[ Requested for Payment 0410172013 SHARE 0000000008 & 1CHK 72.00 usD

<

. ]

~ Voucher Line - PO Information

) save | & RetumtoSearch | [Z] Hofiy 4 Refresh | Evidd]| [EltpdateDisplay

Summary| Relaled Documents | Invoice | AOC MD Payment | Payments | Voucher Atiibutes | Error Summary

Step Action

5. The Related Documents page displays.

This page displays documents that have been associated with the voucher, including
payments.

6. The Payment Details section displays actual payment information for payments
disbursed by the Judiciary (e.g., Return of Escrow payments). This information
includes the status, scheduled pay date, payment method, and paid amount.

NOTE: Payment information for State issued warrants is displayed on the AOC
MD Payment page.

7. Click the Invoice Information tab.
|1n1mice Infarmation |
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Home | Workist | MuliChannel Console

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Summary

Business Unit:
Voucher ID:
Voucher Style:

Vendor ID:
ShortName:
Location:
*Address:
Advanced Vendor Search
Invoice Lines:
“Currency:
Miscellaneous:

MDJUD
00000093
Regular Voucher

72.00

Relaled Documents W ADC MD Payment

[~] Related Content & New Window 7 Help

Payments | Youcher Aftributes " Error Summary

Training Guide

| AddtoFavorites | Sign out

[& Personalize Page Ep hitp

*Pay Terms: =

Invoice No:
Invoice Date:
Accounting Date:

STAPLES
300 Pear Tree Ln
Strongswill, OH 28371

Due Nowr

Basis Date Type: Acct Date

i

Action:

Run

Session Defaults

Aftachments (1)
Comments(1)

B

Print Invoice

AP220-T Managing Travel Expenses

<[ . »

=
Non Merchandise Summary
Freight: =]

Total:

Difference: 0.00

PO Unit:
PO Number:

Calculate

Copy From: Go

Line: 1 ltem: uom:

“Distribute by: Quantity:
ship To: 02
SpeedChart:

Unit Price:
Line Amount: Force Price
Description:
One Asset -
[
Calculate Purchase Order & Receiver Info
Associate Receiver(s) -

Step

Action

The Invoice Information page displays.

Use the Invoice Information page to enter/update voucher header, line, and
distribution (accounting) information.

The voucher header contains high-level information about the voucher including,
the voucher ID, invoice number and date, accounting date, vendor information, and
the total amount of the voucher.

10.

Voucher attachments and comments are added in the voucher header.

Add attachments or comments using the corresponding links in the header. The
number of attachments or comments added is indicated next to the hyperlink.

In this example, one attachment and one comment has been added.

11.

The Accounting Date field for the voucher displays beneath the Invoice Date field
at the top on the page.

The Accounting Date is used to determine the date the transaction will be posted to
the General Ledger. This date defaults to the current date.

12.

The payment terms default in the Pay Terms field. Use the Look up button to
identify different payment terms, if applicable.

13.

Every voucher must contain at least one invoice line to be saved.

Line information is entered or copied to into the Invoice Lines section of the
voucher.
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Step Action

14. In the Invoice Lines section, the Distribute By field is required and defaults as
"Amount." This indicates that you will distribute the cost of the line item by amount
rather than quantity.

If applicable, you can select "Quantity" to distribute the cost of the line item by
quantity. This is applicable only to non-PO vouchers.

NOTE: If a voucher is created from a purchase order (PO) or PO receipt, the
voucher lines will default with the attributes of the purchase order lines. You cannot
change the Distribute By method.

15. Each invoice line must have at least one distribution line (funding source).

16. In the Distribution Lines section, the following Chartfield information displays on
the GL Chart tab:

- Account

- Batch Agency

- Fund

- Program

- Appropriation Number

- Appropriation Year

- Program Cost Account (PCA)

- Project Business Unit (Grants and Capital Projects)
- Project ID (Grants and Capital Projects)

- Activity (Grants and Capital Projects)

17. Click the AOC MD Payment tab at the bottom of the page.
| a0C MD Payment|

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

[¥] Related Content 0 New Window ? Help [ Personalize Page |5, hiip

Summary . Related Documents ) invice intrmaton  [ESITRESI T  Payments  ( Voucher Afiibutes | Error Summary
Business Unit: MDJUD Invoice No: STP-2300
Voucher ID: 00000093 Invoice Date: 04012013
Voucher style: Regular Voucher Gross Invoice Amount 72.00
State Status Add/Update
Ref. Document Number AOGC Vendor 1D STAPLESD1-008 Comments
Archive Reference No. Vendor STAPLES

Payment Status Transaction Description Offset Amount  Warrant Amount

Received Warrant Trans Warrant Payment
Date

Date
1

Type Number Method

Received Adjustment

Adjustment

Trans Type  Transaction Description AdjustmentDate o O Invoice Description

Date
1

Amount

5 Save L\ RetumtoSearch |[Z] Notfy | Refresh [E+ Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Afiributes | Error Summary
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Step

Action

18.

The AOC MD Payment page displays payment details transmitted to the Judiciary
by the State of Maryland General Accounting Division (GAD).

Users with access to the voucher entry component can view this payment reference
information.

19.

At the top of the page, you can view the following payment information for the
voucher:

- Archive Reference Number (ARN) related to the warrant
- State Status which indicates:

1) delivery of payment request to the State displayed as "Submitted to State
(TRN)", or

2) the receipt of payments details from the State displayed as "Paid by State (HX)"

In this example, a payment request for the voucher has not been sent to the State;
therefore, no information is available.

20.

In the State Payments and State Adjustments sections the following information is
available when payment reference information is received from the State:

- Warrant information (warrant number, date, payment method amount, etc.)
- Transactional activity including adjustments, stop payments, re-issues, voided
warrants

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout

[*] Related Content (&NewWindow 7 Help [ Personalize Page B, htp ~
Summary " Related Documents | Invoice Information | AOC MD Payment Voucher Afiributes | Error Summary

Business Unit: MDJUD Invoice No: 5TP-2309 Action:
Voucher ID: 00000093 Invoice Date: 0410112013 -
Voucher Style: Regular Voucher L
Total Amount: 72.00
Vendor Name: STAPLES “Pay Terms: NET00 o Now Schedule Rayments
E=
Payment: 1
“Remit to: = Gross Amount; 72.00] usp Payment Inquiry
Location: Discount: 000 ysp Express Payment 3
CAddress: Payment Comments (0)

Holiday/Currency

STAPLES Scheduled Due:
300 Pear Tree Ln

Strongsvill, OH 28371

Net Due:
Discount Due:

Accounting Date:

Payment Options

*Bank: MAIN Pay Group: Vendor Bank

*Account: MAIN *Handling: RE Messages

*Method: CHK Check *Netting: Not Applicable

LciD: 5 Hold Reason: Hold Payment
Separate Payment

Message:

Wessage will appear on remittance advice.
Schedule Payment

*Action: Schedule Payment Payment Date:

Pay: Reference: E
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Step Action

21. You have successfully completed the Reviewing a Voucher topic.

You have reviewed with the following topics and concepts:

- Viewing voucher summary information

- Viewing voucher related transaction information

- Viewing invoice information

- Viewing payment information from the State of Maryland General Accounting
Division (GAD)

End of Procedure.
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2.4 Submitting an Employee Reimbursement-Expense Voucher

After completing this topic, you will be able to:

¢ Create a reimbursement voucher

¢ Add scanned invoices and other documentation, as needed
e Budget Check a voucher

e Submit a voucher for reimbursement

Procedure

In this topic, you will learn how to submit a reimbursement voucher.

Training Guide
AP220-T Managing Travel Expenses

Step Action

1. Scroll down to the Accounts Payable link.

Click the scrollbar.

2. Click the Accounts Payable link.

|[> Accounts Pavable

3. Click the Vouchers link.

/

4, Click the Regular Entry link.

=] Reqular Eniry

ORACLE

Voucher

Business Unit:
Voucher ID:

Voucher Style:

Short Vendor Name:
Vendor ID:

Vendor Location:
Address Sequence Number:
Invoice Number:
Invoice Date:

Gross Invoice Amount:
Freight Amount:

Misc Charge Amount:

Add

Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

(I New Window ? Help

Find an Existing Value | (0T ELL AT

MpJuD &

NeT

Regular Voucher -
[ e
[

[ &

[ o

e —
[
T m
0w
r wm

Estimated No. of Invoice Lines:, 1

Find an Existing Value | Add a New Value

ity hitp
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Step

Action

5.

The Voucher search page displays.

Click the Look up Vendor ID button.

Look Up Vendor ID

SetiD:

SHARE

Vendor ID:

begins with = |

‘Short Vendor Name: begins with ~ |

Name 1:

begins with ~ |

Classification:

Persistence:

 LookUp H Clear H Cancel - Basic Lookup

Search Results

Only the first 300 results can be displayed.

iew 100

First [4] 100 orao0 (5] Lasi

Short Vendor
Name

000000000% CROBERTS-HOME Charles D. Roberts

0000000002 225646763-MAIN
0000000003 804921036-MAIN
0000000004 412654100-MAIN
0000000005 315254673-MAIN
0000000006 213553173 -MAIN
0000000007 SUZAN REED-1

0000000008 789632541-MAIN

0000000003 STAPLES01-1

0000000010 453526648 -MAIN
0000000011 131968872-MAIN
0000000012 803253337 -MAIN
0000000013 43528947 3-MAIN

0000000014 133221739-MAIN

0000000015 123456789-003
0000000016 521052280-000
0000000017 212889453-000
0000000018 044783731-000
0000000019 587885504-000
/0000000020 141344649-000

Name 1

VERIZON WIRELESS

MARYLAND POLICE SUPPLY
BALTIMORE GAS & ELECTRIC (BGE!
PRICE WATERHOUSE COOPERS LLP (PWC'
ARAMARK FOOD SERMCES
Suzzanne Reed

SERMCE MASTER CLEAN
STAPLES

HGCI HARTFORD

SHARP BUSINESS SYSTEM

DEER PARK WATER

RELIABLE LANGUAGE SERVICES
J4P ASSOCIATES

AQC TEST VENDOR

CUMBERLAND BROADCASTING CO T/AWCBC RAD Supplier

KIMBERLY K AVERELLA
JENNIFER AAHERN
MRGINIAA HOWARD
ARTHUR H BILL

Classification Persistence

Supplier Reqular
Supplier Reqular
Supplier Reqular
Supplier Reqular
Supplier Reqular
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier
Supplier

Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reqular
Reaular

Supplier
Supplier
Supplier
‘Supplier

Step

Action

The Look Up Vendor ID window displays.

Type in a last name to optionally narrow your search.

Enter the desired information into the Name 1 field.

Click the Look Up button.

Look Up |

Click a vendor ID link to select an employee.

0000009407

Enter the desired information into the Invoice Number field.

Enter your Invoice Number - per established business procedures.

10.

Enter the desired information into the Invoice Date field.
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Step Action

11. You can also enter the gross amount of expenses to be reimbursed in the Gross
Invoice Total field.

NOTE: If you enter the gross amount of the voucher, you must make sure that the
total of all invoice lines equal the amount entered in the Gross Invoice Amount
field.

12. Click the Add button.

OoRrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
[*]Related Content & New Window [ Personalize Page jhttp =
(TN T3 ( Paymenis | Voucher Afiiibutes
Business Unit: MDJUD Invoice No: expreimb01 |
Voucher ID: MEXT Invoice Date: 02¢1912013 £
Voucher Style: Regular Voucher Accounting Date: 030112013 (i
Vendor ID: 0000008492 Q| simar, Ty Session Defaults
[111111111-000 Q| 509VICTORIADR
Aftachments (0
Location: 000 Q| STEVENSVILLE.MD 21666-0000
T Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: q  PayTerms: 7 [NEToO A pue Now
\nvoice Lines: 000 Basis Date Type: AcctDale
~Currency: [ uspig,  Mon Summary Print Invoice L
Miscellaneous: =
Freight: =
| Total: 30010 |
Copy From Source Document
Difference: 0.00 PO Unit: Q
Calculate PO Number: Q CopyPO
Copy From: None - Go
Invoice Lines Find | View Al First B 4 of4 I Last
=
Line: 1 Item: A uom: Q
*Distribute by: Amount M Unit Price: Quanfity:
Ship To: so Q | Line Amount: 30010 |
SpeedChart: [ @ Description: L]
[TJone Asset
Calculate
Personalze | Find | View A1 B EE Frst L qor1 O oot
m Exchange Rate | Stafistics || Assels
S Boboh 0 Annean -

Step Action

13. The Invoice Information page displays.

The values that were entered on the Add a New Value page default in the respective

fields.

14. In the Invoice Lines sections, enter an invoice line for each type of expense (e.g.,
lodging, rental car, food, etc.).

15. Select the Distribute By method that is appropriate for the line item.

For example, if you want to record a hotel stay by the rate charged per night, the
Distribute By value should be "Quantity". Or, if you want to record the total
amount of food cost, you can use "Amount".
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ORrRACLE

Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry

(TN T3 ( Paymenis | Voucher Afiiibutes

[*]Related Content & New Window [ Personalize Page jhttp =

Business Unit: MDJUD Invoice No: expreimb01
Voucher ID: NEXT Invoice Date: 0211912013 5
Voucher Style: Regular Voucher Accounting Date: 030112013 (1
Vendor ID: 0000008492 & smar, TAMY Session Defaults
(111111111-000 @ 500 VICTORIADR
Atlachments (0)
Location: 000 @ STEVENSVILLE,MD 21666-0000
Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: q  PayTerms: 7 [NEToO A pue Now
Involce Lines: 000 Basis Date Type: AcctDate
Non Summary
*Currency: [ usD/Q Frint Invoice C
Miscellaneous: =
Freight: m
Total: 300.10

Copy From Source Document
Difference: 0.00 PO Unit: @

Calculate PO Number: @ Copy PO
Copy From: None - Go
Invoice Lines Find | View Al First B 4 of4 I Last
=
Line: 1 Item: A uom: Q
*Distribute by: Quantity M Unit Price: Quanfity:

Ship To: 89 @ Line Amount: 300.10
SpeedChart: @ Description:

[CJone Asset

Calculate

Personaize | Fand | view 20 | B | B mrst D qora O ot

Exchange Rate ~ Statistics | Assets

Step Action

16. Enter or select the applicable travel item in the Item field. For example,
enter "LODGING-0001".

NOTE: Travel Item IDs may vary from the example listed above.

17. If applicable, enter the unit price For example, the rate per night for a hotel stay.

18. Enter the quantity to be charged in the Quantity field.

19. Enter the line description into the Description field, if it does not default from the
Item selected.

20. After entering the Unit Price and Quantity the Line Amount default is calculated.

21. NOTES:

- When you enter the gross amount of the voucher before entering line details, the
Line Amount value defaults based on the value you enter.

- When the reimbursement voucher contains more than one voucher line, you must
update the Line Amount to reflect the total for the line.

- Make sure that all voucher lines equal the amount displayed on the Total field.
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| MuliChannel Consdle | AddtoFavorites |  Sign out

Favgrites  Main Menu > AccountsPayable > Vouchers > Add/Update > Regubr Entry

Vendor ID: (0000009492 QU smar, TAMY Session Defaulls

111111111000

& 509 VICTORIADR Sachments (0

Location: looo @ STEVENSVILLE,MD 21666-0000 Aiachments (0}

— Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: q  PayTerms: 7 [NEToO A pue Now |-
Invoice Lines: 0.00 Basis Date Type: AcctDate

Non Summa il i
“Currency: [ uso|Q, - Print Invoice 1
Miscellaneous: il

Freignt: il
Total 300.10

‘Copy From Source Document
Difference: 0.00

Calculate

Invoice Lines

Line: 1 Item: A uom: Q
*Distribute by: Amount M Unit Price: [150.05000 Quantity:  [2.0000 =
Ship To: 89 Q. Line Amount: 300.10

SpeedChart: Q  pescription: Openvorid 2012 - Hilton * 2nts

[C]One Asset
Calculate |
~ Distribution Lines Personalze | Find | View A1 B |
RN (Bcchange Rate | Stafistes | Assets |
SOPY Line  Merchandise Amt  Quantity GLUnit  Account  Openitem :‘;" Fund  Dept Program  APPIOP.
= 1 0.00 2.0000 MDJUC QY aQ Q Q Q aQ Q Q
[l F——— ’
& save | [ helity | |4 Refresh | Eb Add | | £ UpdaleDispay |
Invoice | Payments | Voucher Affributes | =

Step Action

22. Now, enter the funding information in the Distribution Lines section.

23. Enter "04" into the Account field.

24, Click the Look up Account button.

Look Up Account

SetiD: SHARE
Account:  begins with = [04

Description: begins with = |

LookUp || Clear || Cancel |gasiclookup

In State Routine Operations

In State Conference
Out of State Routine Operation
Out of State Conference
Witness Travel

Committee Meelings

I im i m im im g
=N
o
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Step Action

25. The Look Up Account window displays.

Click Account 0404 - Out of State Conference link.
Click the appropriate Travel Account link.
0404  |Out of State Conference

26. Click the Look up Batch Agy button.

Look Up Batch Agy

SetiD: SHARE
Batch Agency: begins with ~ |

Description:  begins with = |

LookUp | Clear | Cancel  Basic Lookup
Search Results

ew 100 First [] 1-650f55 [3] Las

Batch Agency Description
£t Admin_Office of the Court
col Aleqany Circuit Courl Rev.

0; Anne Arundel Circuit Court Rev

0 Ballimore County Circuit Court

0. Calvert Circuit Court Rev.

0 Caroline Circuit Court Rev

0 Carroll Circuit Court Rev.
Cecil Circuit Court Rev.
Chares Circuit Court Rev.
Dorchester Circuit Court Rev.
Frederick Circuit Court Rev
Garrett Circuit Court Rev,
Harford Circuit Court Rev.,
Howard Circuit Court Rev.
Kent Circuit Court Rev.
Montaomery Circuit Court Rev.,
Prince Georaes Co. Courthouse
Queen Anne’s County
St Manys County
Somerset County
Talbot County
Washington County
Wicomico Circuit Court Rev,
Worcester Circuit Court Rev,
Baltimore City Circuit Court
Admin Office of the Admin
Pt Balatar Snanc

Step Action

217. The Look Up Batch Agy window displays.

%k the appropriate Batch Agency link.
C25

28. Click the Look up Fund button.

Page 30



o

o

GEARS

General Enterprise And Resource Support

Look Up Fund

SetiD: SHARE
Fund: begins with = |

Description: begins with = |

LookUp | Ciear | Cancel |pasic Lookup

Search Results
ew 100 t

Fund Description
D001 GENERAL FUND

EDERAL FUND
EIMBURSABLE FUND
OCAL REVENUE-AL LEGANY

OCAL REVENUE-QUEEN ANNE
OCAL REVENUE-ST MARYS
OCAL REVENUE-SOMERSET
OCAL REVENUE-TAL BOT

LOCAL REVENUE-WICOMICO
7721 N0 81 PEVEMIIEWNR O HESTER

'#ICRow0);

Training Guide
AP220-T Managing Travel Expenses

Step

Action

29.

The Look Up Fund window displays.

Click the appropriate fund link.

ORrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites = Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
Vendor ID: (0000009492 QA smar, TAMY Session Defaulls 3
[111111111-000
@ 509 VICTORIADR tachments (0
Location: oo @ STEVENSVILLE,MD 21666-0000 Alachments (0}
| Comments (0
“Address: 1 Q
Preview Approval
Advanced Vendor Search
Invoice Lines: o010 Pay Terms: = [NETOD U pue Now ]
[ uso Basis Date Type: AcctDate
“Currency: USDQ Non o Summary
it | ﬂ g‘
Freight: = Submit For Approval |
Total: 300.10
Difference: 0.00

Calculate

CopyPO. |

Go

Line: 1 Item: A uom: [ e
*Distribute by: Amount - Unit Price: 15005000 Quantity: 2. 0000
Ship To: 8 Q. Line Amount: 300.10
SpeedChart: @ Description: Openiworld 2012 - Hilton * 2nls
[T One Asset
Calculate |

~ Distribution Lines Personaize | Find | Ve 2 | B
(e85 0 Exchange Rate  Stafisfics || Assels |

-

Y Line  Merchandise Amt Quantity *GLUNit  Account  Openttem o Fund  Dept Program  (PPYOP  ap

= 1 300.10 2.0000 MDJUDCY, (0404 QL Q [csla [ Ja Q aQ Q

“ I

’
& save | [ RetumtoSearch [sE] Previousinist| 45 tevinist | |[Z] Nety | Refresn [Ey Add | Update/Dispiay)|

Summary | Related | Invoice | Payments | Voucher Aftributes | Error Summary
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Step Action

30. Click the Look up Program button.
31. The Look Up Program window displays.

If you do not see the Program Code you want to select, enter search criteria to
narrow the number of Program Codes displayed.

Look Up Program

SetiD: SHARE
Program Code: begins with ~ [B0DG

Description:  begins with + |

LookUp- || Ciear || cancel |pasic Lookup

Search Results

iew 100 First [4] 1of1 [3] Las!

scription
ADMIN OFFICE OF COURTS

'#ICRowd’);

Step Action

32. Click the Program Code link.

33. Click the Look up Approp Number button.
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Look Up Approp Number

SetiD: SHARE
Appropriation Number: begins with = |

Description: begins with = |

LookUp | Ciear || Cancel |pasic Lookup

Search Results

Onlythe first 300 resulls can be displayed
MView 100 First [] 1300 or300 [f] Last
iation Num ber Description
; COURT OF APPEALS
COURT OF SPECIAL APPEALS

CIRCUIT COURT JUDGES

DISTRICT COURT

MARYLAND JUDICIAL CONFERENCE
ADMINOFFICE OF THE COURTS
COURT RELATED AGENCIES

STATE LAW LIBRARY

JUDICIAL INFORMATION SYSTEMS
CLERKS OF THE CIRCUIT COURT
FAMILY LAW DIMSION

MAJIOR T DEVELOPMENT PROJECTS
CLEARING ACCOUNT

IMP FUND SURCHARGE

CIGARETTE SPEC RETAILER

CRIM INJ. COMP. FUND

MCTIMS OF CRIME FUND

MCTIM & WITNESS P&R

PROPERTY TRANSFER TAXREVACCT
FORECLOSURE MEDIATION
GENERAL FUND REVENUE
CLEARING ACCOUNT

GENERAL FUND REVENUE

IMP FUND SUR CHARGE

‘#ICRow5);

Step Action

34. The Look Up Approp Number window displays.

If you do not see the Appropriation Number that you want to select, enter search
criteria to narrow the list of results.

Click the Appropriation Number link.

35. Click the Look up Approp Yr button.
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Look Up Approp Yr

SetiD: SHARE
Approp Year: begins with + |

Description: begins with ~ |

LookUp | Ciear || Cancel |pasic Lookup

Search Results
iew 100 First [4] 1101 of 101 [5] Las

‘ear  Description
2000 Approp Year
2001 Approp Year
2002 Approp Year
2003 Approp Year
2004 Approp Year
2005 Approp Year
2006 Approp Year
2007 Approp Year
2008 Approp Year
2009 Approp Year
2010 Approp Year
2011 Approp Year
2012 Approp Year
2013 Approp Year
2014 Approp Year
2015 Approp Year
2016 Approp Year
2017 Approp Year
2018 Approp Year
2019 Approp Year
2020 Approp Year
2021 Approp Year
2022 Approp Year
2023 Approp Year
2024 Approp Year

2005 Approp Year Look up Approp Vr (Aft+5)

AN2R Annran Vasr

Step Action

36. The Look Up Approp Yr window displays.

If you do not see the Appropriation Year that you want to select, enter search criteria
to narrow the list of results.

Click the Approp Year link.
AY2013

37. Click the Look up PCA button.
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Look Up PCA

SetiD: SHARE
Program Cost Account: begins with ~ |

Description: begins with + [

LookUp || Clear | Cancel BasicLookup

Search Results
Only the first 300 results can be displayed

Mewi00 First [] 1-300 of 300 E’
Program Cost Account Description

COURT OF APPEALS

COURT OF SPECIAL APPEALS
CIRCUIT COURT JUDGES

DISTRICT COURT

MD JUDICIAL CONF

ADMIN OFFICE OF COURTS

COURT RELATED AGENCIES

STATE LAW LIBRARY

JUDICIAL DATA PROCESSING

FAMILY LAW AND SERVICES DIMS
HELICOPTER FUND JIS

DC DRUG COURT GRANT GEN FUNDS

|

5
=

=
g
B
s
=

=]
5
=
s
=

=]
S
=
S
&

=
=
=
=
(]

=]
2
=

=
=
=
fd
]

-
2]
5
=

=
=
=
&
=

DISTRICT COURT - FEDERAL FUNDS
GENERAL FUND RESERVE
JUDICIARY CLEARING ACCOUNT
CIRCUIT COURTS GEN

LAW CLERKS

DC SPECIAL FUNDS

ADMIN OFFICE OF COURTS
STATE LAW LIBRARY

LAND RECORD IMPROVEMENT
CC MASTER CSEU

CC MASTER CSEU FED FUNDS
CIRCUIT COURT MASTERS

PROPERTY TRANS TAX

=]
2
=
2

=
=
=
(]

=]
=

=
=1
@
=1
@

=]
=
@
=1
=

=
=1
@
=1
&

=]
=
@
=1

Step

Action

38.

The Look Up PCA window displays.

If you do not see the PCA that you want to select, enter search criteria to narrow the
list of results.

Click the PCA link.
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ORrRACLE

Home | Workist | MuliChannel Console | Addto Favorites |  Signout
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
Vendor ID: 0000008492 Q smar, TAMY Session Defaults a3
(111111111-000 @ 500 VICTORIADR
Altachments (0}
Location: 000 @ STEVENSVILLE,MD 21666-0000
— Comments(0)
*Address: 1 Q -
Preview Approval

Advanced Vendor Search

Invoice Lines: s00q0 CovTerms: 7 [NeToo A pue Now |l
*Currency: usDlq, ;";:is Date Type: - Acct Date .
Miscellaneous: [ = Print Invoice |

Freight: i) Submit For Approval

: |5 J

Total: 30010

Difference: 0.00 ‘Copy From Source Document

Calcuizle PO Unit: L ]
PO Number: GopyEo
Copy From: None - Go
Find | View Al First K] 4 014 B 1 ast
— — =]

Line: 1 Item: A uom: Q

*Distribute by: Amount ~ Unit Price: 150.05000 Quantity: 2.0000 L

Ship To: 89 Q. Line Amount: 300.10

SpeedChart: Q. Description: Openvrorld 2012 - Hilton * 2nls

[C]One Asset
Calculate

Personaize | Fand | view 20 | B | B mrst D qora O ot

Exchange Rate ~ Statistics | Assels

SOPY Line  Merchandise Amt  Quantity Openltem :‘;';:" Fund  Dept Program PP Approp ¥ PCA s
EE @ 1 30010 2.0000 Q [c2s @ [ooo1Q @ [Boos |@ |nooeQ [avz013 [pooosdy | |
* ) ’
5 save | & RetumtoSearch | +2] PreviousinList | |42 1= st | [ Moty | |4 Refresh Evidd]| [EltpdateDisplay
Summary | Related Documents | Invoice | Payments | Voucher Afiributes | Error Summary E
Step Action
39. To add additional voucher lines, click the Add multiple new rows (plus) button in

the top right corner of the Invoice Lines section.

40. Attach scanned receipts and any other documents located on your computer or
shared location using the Attachments link.

Click the Attachments link.
|hrtachments (0} |

41. The Voucher Header Attachments page displays.

To add an attachment, click the Add Attachment button.
| Add Attachment |
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Step

Action

42.

The File Attachment window displays.

Browse...

Browse for and select the field you want to attach. Click the Browse... button.

2.8
» Libraries b Documents b Search Documents L

Organize ~  New folder ) @

¢ Favorites Documents library O
B Desiiop Includes: 2 locations
1§ Downioads Name - Date modified Type

% Recent Places
My Shapes 9/12/2012 217 PM  File folder

[ 1\ User Productivity Kit 9/12/20126:22PM  File folde
Torme 'l Wordperfect Office 9/12/20121:59 PM  File folde
& Music L Working Files 10/11/20121:25PM  File folde
|&=) Pictures
B videos

1% Computer
&, Local Disk (C)
a FIRELITE (E) - i ] b

File name: ~ | airFiles 1) -
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Step Action

43. Search for and select the scanned document to upload from your computer or shared
server location.
44, Once you have located the file select it and click the Open button.
Open

Home | Workist | WuliChannel Console |  Addto Favortes |  Sign out

Favorites  Main Menu > Accounts Payable » Vouchers > Add/Update » Quick Invoice Entry
Enewwindow 7 Help [ Personaiize Page [ hip

Voucher Header Attachment

Business Unit WMDJUD  Voucher ID NEXT

Details

File Name Description User

Hilton Garden Inn Repts pdf

Hame Date/Time Stamp

Adding large attachments can take some time to upload, therefore, it is advisable to save the
transaction before adding large attachments

Add Atachment

OK Cancel | Refresh

Step Action

45, The Voucher Header Attachment page displays with the selected file.

Enter a short description for the file into the Description field. For example,
enter "Lodging - Hilton Garden Inn".

46. Add more attachments by clicking the Add Attachments button, browsing for the
file, and uploading the file.

47. NOTE: Use the Delete (minus) button at the end of a file row delete attachments, if
needed.
48. Click the OK button.
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OoRrRACLE
Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites ~ Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
Vendor ID: 0000008492 Q smar, TAMY Session Defaults "
111111111-000 Q. 509 VICTORIADR
pitachments (1)
Location: 000 @ STEVENSVILLE,MD 21666-0000
P Comments(0)
*Address: 1 Q

Preview roval
Advanced Vendor Search

Invoice Lines: s00q0 CovTerms: 7 [NeToo A pue Now |l
*Currency: usDlq, ;";:is Date Type: - Acct Date .
Miscellaneous: [ = | Print Invoice |

Freight: = | SubmitFor Approval |

Total: 30010

Difference: 0.00 ‘Copy From Source Document

[ caias | | POt L ]
PO Number: ! Copy RO J

Copy From: None - Go
Invoice Lines Find | View Al First B 4 of4 I Last
=
Line: 1 Item: A uom: Q
*Distribute by: Amount e Unit Price: [150.05000 Quantity:  [2.0000 =
Ship To: 89 @ Line Amount: 300.10
SpeedChart: Q. pescription: Openvrorld 2012 - Hilton * 2nls
[C]One Asset
| Calculate |

rst K1 1 or4 3 Last

Exchange Rate ~ Statistics | Assels

SOPY Line  Merchandise Amt  Quantity Openltem :”;" Fund  Dept Program (PP Approp e PCA s
EE 1 300.10 2.0000 Q [cas@ [ooo1Q Q [Boos |@ [mooosQ [avz013Q [pooosd | |
3 ) ¥

|@ save | & RetumtoSearch | [+Z] PreviousinList | (5] teriin it | (=) Notfy | 4 Refresh |

| ([Eupdatemispiay)
Summary | Related Documents | Invoice | Payments | Voucher Afiributes | Error Summary E

Step Action

49, The Invoice Information page displays.

The Attachments link displays the number of attachments added.

50. Click the Save button.

51. Scroll up to the top of the page to process the voucher.
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ORrRACLE

Home | Workist | MuliChannel Console | AddtoFavorites | Sign oul
Favorites Main Menu > AccountsPayable > Vouchers > Add/Update » Regular Entry
_ [~|Related Content ) New Window [ Personalize Page Sjhtip =
Summary | Related Documents ADC NMD Payment ¢ Payments ' Voucher Affributes |/ Error Summary
Business Unit: MDJUD Invoice No: expreimb01 Action:
| voucher iD: 00000084 | Invoice Date: 0211912013 & -
Voucher Style: Regular Voucher Accounting Date: 03/0172013 (1 Run
Vendor ID: 0000008492 & smar, TAMY Session Defaults
111111111-000 Q. 509 VICTORIADR
Atlachments (0)
Location: 000 @ STEVENSVILLE,MD 21666-0000
Comments(0)
*Address: 1 Q
Advanced Vendor Search
Control Group: q  PayTerms: 7 [NEToO A pue Now
\nvoice Lines: 000 Basis Date Type: AcctDate
Non Summary
*Currency: [ usD/Q Brininvoioe =
Miscellaneous: =
Freight: =
Total: 300.10
Copy From Source Document
Difference: 0.00 PO Unit: @
Calculate PO Number: @ Copy PO
Copy From: None - Go
Invoice Lines Find | View Al First &) 4 of4 D Last
=
Line: 1 Item: A uom: Q
“Distribute by: Quantity: - Unit Price: 150.05000 Quantity: 20000
Ship To: 89 @ Line Amount: 300.10
SpeedChart: Q. Description: (Openvorid 2012 - Hilton * 2nts
[TJone Asset
Calculate
Personaize | Fand | view 20 | B | B mrst K qora O ast
Exchange Rate ~ Statistics | Assets

Step Action

52. The voucher has been assigned a voucher ID by the system after saving.

53. The Summary, Related Documents, AOC MD Payment, Voucher Attribute, and
Error Summary tabs also display after saving the voucher.

54, Click the Action list.

| - |

55. Run the budget checking process for the voucher.

Click the Match, Doc Tol, Bdgt list item.
[Match, Doc Tol, Bdgt |

56. Click the Run button.
[ Run ]

57. A message displays.

Click the Yes button to wait for the process to run.

58. Click the Summary tab.

59. The Summary page for the voucher displays.
Verify that the Budget Status is "Valid".

The Approval Status is "To Be Approved".
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Step Action

60. Click the Invoice Information tab.
| Invoice Information |

ORACLE
Home | Workist | MuliChannel Console | AddtoFavorites |  Signout
Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry
Vendor ID: 0000005492 QA smar, TAMY Session Defaults 9
[111111111-000 @ 509 VICTORIADR
Aftachments (0)
Location: 000 @ STEVENSVILLE,MD 21666-0000
 PE— Comments (0
“Address: 1 Q
Preview roval
Advanced Vendor Search
Invoice Lines: S0010 Pay Terms: = [NEToo Q pue Now i
Basis Date Type: AcctDate
“Currency: usbi Non ype: summary
Miscellaneous: [ = Briniice,
Freight: | — Submit For Approval
Total: 30010
Difference: 0.00 ‘Copy From Source Document

Calcuizte PO Unit: ]
PO Number: CopyRO

Copy From: None - oo
Invoice Lines fFand | view Al Frst B 1011 D Last

=
Line: 1 Item: Q4 vom: Q
*Distribute by: Amount - Unit Price: 15005000 Quantity: 2. 0000 L
Ship To: 89 A Line Amount: 30010
Speeachart: Q. Description: Openworld 2012 - Hilton * 2nts

[T One Asset
Calculate

Personalze | Find | View A0 1B B Fest D qor1 O Last

(EET oot | Soteis | e

Copy Batch Approp PC|
Doww Line  Merchandise Amt Quantity Opentiem O Fund Dept Program  |PROP - AppropYr PCA ot
B m 1 30010 2.0000 Q [c25)a [pooia < [Boos |@ [mooosq, [Avz013 [pooose, [ |
< n ’
) save | & RetumtoSearcn | 15] Previousinbst | (5] 1o it | [S) Notty | [ Refresn B Add UpdateiDispiay,

Summary | Related Documents | Invoice Information | Payments | Voucher Aftributes | Error Summary -

Step Action

61. The Invoice Information page displays.

After verifying that the budget checking process ran successfully, submit the
voucher for approval.

Click the Submit for Approval button.
| Submit For Approval |
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OrRACLE
Home | Workist | MuliChannel Console |  AddtoFavorites |  Signoul
Favorites . Main Menu > Accounts Payable > Vouchers > Add/Update » Regular Entry
[*] Relaled Conient (0 New Window [ Personalize Page ., hiip
Approval Comments
Business Unit MDJUD
Voucher ID 000000284
Additional Details %
OK Cancel Refresh
Step Action
62. The Approval Comments page displays.
Type in additional details about your reimbursable expense voucher in
the Additional Details comment field.
63. Click the OK button.
64. The Invoice Information page displays.

Once you submit the voucher,

Click the Preview Approval link.
Preview roval

you can review the approval routing using the Preview Approval link.
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[*] Relaled Content (0 New Window [ Personalize Page ., hiip

Approval History

Business Unit MDJUD Total: 30010
Voucher ID 00000083
Approval Status Pending

Employee Reimbursement
< BUSINESS_UNIT=MDJUD, VOUCHER_ID=00000083:Pending () View/Hide Commenis

Employee Reimbursement

Pending Reviewer

Bounyng, Esther R John Doe
o Voucher Approver Exp Reimb 69 Reviower

r Comments

Training Guide
AP220-T Managing Travel Expenses

Step Action
65. The Approval History page displays.
View the approval routing information in the Approval History page. There should
be 1 approver and 1 reviewer at this point, including:
1) Expense Reimbursement Approver - Admin. Services team
2) DBF Reviewer
66. Click the Expand Comments arrow icon to view comments entered.

[E]
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Home | Workist | MuliChannel Console |  Addto Favoriles | Sign oul

Favorites - Main Menu > AccountsPayable > Vouchers > Add/Update > Regular Entry

Approval History

Business Unit MDJUD Total:
Voucher ID 00000083
Approval Status Pending

Employee Reimbursement

Employee Reimbursement

Pending Reviewer
Bounyng, Esther R John Doe
o Voucher Approver Exp Reimb 69 Reviower

< Comments

Esther Bouryng at 02/19/13 - 11:28 AM
Lodging expenses for Openworld, 2013 for 2 nights...

Return

[*] Relaled Content (0 New Window [ Personalize Page ., hiip

=~ BUSINESS_UNIT=MDJUD, VOUCHER_ID=00000083:Pending View/Hide Comments

Step Action

67. The comments that you added display.

page via the Pending Approvals link.

If the approver/reviewer adds comments, you can view them when you access this

To return to the Invoice Information page, click the Return button.

68. Y